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PUBLIC PURCHASE 
VENDOR REGISTRATION 

 
 
Vendor Registration  
Registering to be a Public Purchase Vendor is fast, simple, and, best of all, FREE! Public Purchase 
is an eProcurement system that connects government agencies to vendors across the nation. It was 
designed to connect vendors to the vast government and educational market. Public Purchase 
brings government buyers and vendors together through bid notifications. 
 
In order to register for free, go to www.publicpurchase.com . Free Registration is a TWO-PART 
process. First register with the website. Second register with the agencies you wish to work with. 
 

Vendor Registration - Part 1 (Website) 

 
  

http://www.publicpurchase.com/
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On the home page you will see an area to help you register to be a vendor on Public Purchase. 
Click on the "Go to Register" button to start your registration. 
 

 
 
 
You will be directed to the Vendor Registration page. Public Purchase Vendor Registration is a 7-
Step process. 
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This page will take you through Step 1: Plan. Here you will be able to select one of the Registration 
options. You can choose our Free Registration or Bid Syndication, which requires a yearly fee. 
Click on the "Free Registration" button. 
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Step 2: Company - This page will ask you to enter your company's information. All of the bolded 
information is required, however, you can choose to add additional information such as your DBA, 
Tax ID, DUS Number, website address or upload your company logo. We strongly encourage you 
to enter a brief business description. This will assist your agencies in getting to know you as a 
company. 
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You will also be asked to enter your Main Contact's information. This is critical to your 
registration, as we will need to contact your company to verify your information in order to 
complete your registration.  
 

 
 
 
At the bottom of the page you will be asked to enter a Username and Password. Please select 
something that is easy for you to remember. Your password will need to be at least 6 characters 
with at least 1 number. 
 

 
 
 
Click "Next Step" to save your company information and move forward with your registration. 
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Step 3: Classifications - Here you will be asked to choose your company's classification codes 
using NAICS codes. 
 

 

 
 
 
You will be able to choose from NAICS classification codes to describe your business, once your 
account has been confirmed.  
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You can search by clicking the links under the “Browse” tab or keywords under the “Search” tab 
if you don't know which codes your company fits under. Another option to searching is using the 
code number, if known.  Simply enter the keyword and choose the best match. You can select as 
many as you desire to add to your company profile. 
 
EXAMPLE: 

 

 

Click the word category, “Construction” in this case, and additional drop-down selections will 
appear. 

 

 

Continue the drill down until you see a 6-digit NAICS code.  In this example, 236220. 
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Click “[Definition]” if a detailed list of building types is needed, or click “[Add]’ to add this 
classification code to your company profile.  This will be used to match the solicitation code to the 
County’s code, when the “auto release” feature is utilized. 

 

Results if you click [Definition]: (sample is a partial listing) 
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Results if you click [Add]: 

 

 

 

Add as many codes to this solicitation, as required. 

 

The other selection method to get the NAICS code is using the “Search” tab, using keywords or if 
the code is known, search directly for the code number. 

 

Results: 
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Step 4: Regions - In this area you will be asked to select all areas, by state, that you are willing to 
work. This could be nationwide, all states on the West Coast and Hawaii, or simply the state where 
you are headquartered. Once you've selected the states where you're willing to work, click on the 
Next Step button at the bottom of the page. 
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Step 5: Notifications - Here you will be asked to choose which types of agencies you are interested 
in working with. These could be Cities, School Districts, Public Works or Colleges and 
Universities. You will also need to choose when you will be notified of bids. This can be at any 
stage of the bid process. You can click [Select All] in order to keep up with every stage of the bid. 
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Step 6: Confirmation - You will now be directed to a Confirmation Page. You will be asked if you 
wish to complete your Free Registration, or if you want to sign up for our Bid Syndication. Click 
"No, Thank You" to complete your Free Registration. 
 

 
 
You will now be directed to a page where you will need to verify all of the company information 
you entered during registration. 
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You will also need to verify your Classifications, Regions, Agency Types and Notification 
Messages. Once you are sure all is correct, click "Next Step" to complete your registration. 
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Step 7: Complete - You will now be directed to a page where you will see "Registration Submitted" 
at the top of the page. Click "Done" and you're ready to go! 
 
 

 
 

Public Purchase will verify your company contact information and then your account will be 
activated. It can take up to 24-hours, Monday-Friday, to get your account verified and 
activated. Once activated, you will receive an email with instructions on how to login and use 
Public Purchase. 

  



VENDOR Registration Page 15 

Sample verification email: 

 

Contractor, 

Public Purchase welcomes you! For your convenience in using our system, we have included a few steps to help 
you maximize the services our system can offer you. Use of this basic system is free and all the services listed 
herein are offered to you at no cost. We would appreciate any feedback that you can offer on how we can make 
the Public Purchase system better for you and your business. 

1. Logging In: Now that you are registered and activated you are ready to begin your use of Public Purchase. 
Click on this link https://www.publicpurchase.com/gems/login/login and enter the username and password that 
you created during registration. Please make sure to book mark this page for future use. You will know if you are 
logged into Public Purchase if you see logout in the upper left hand corner. You will also be brought to YOUR 
home page that will list bids you were invited to or are responding to if any. 

2. Finding Agencies And Their Bids: There are two ways to find agencies who have registered to use Public 
Purchase and to find the bids that they have listed with us. Both of these ways are listed below for your 
convenience. 

• I. Browse Agency Bid Boards: Right after login you are brought to YOUR home page. You will be able 
to see bids that you have been invited to and bids that you are responding to if any. On the right hand 
side of the screen towards the top you will see "Select Region". Click on this drop down box and 
select the State of the agency you are looking for. Once you have done this click on "Select Agency" 
and find the agency in the list of agencies in that State registered with us. Once you have selected 
that agency you will be brought to their bid board and can then see the bids that they currently have 
out with us or those bids that may have closed. 

• II. Searching Agencies: Once you have logged into Public Purchase and are at YOUR home page you 
will be able to see the Tools tab at the top right hand side of the screen. Click on this tab. By default 
"Agencies" under tools should be selected. If not please select this sub-tab. You will then be given a 
search box to find the agency(s) that you are looking for. Type in the agency name and make sure 
the registration status says "all". If it does not please click on the drop down box and select "all". Click 
on the search button and your agency should appear. You can register with this agency to become 
part of their vendor database and to receive future bid opportunities by email as will be explained 
latter in this letter. Or you can view the agency and their bid opportunities. To View the Agency(s) 
bids click on the View button or the Agency(s) name. This will give you some basic information about 
this Agency. You can select "Go to Agency Bid Board" under the registration status to view their bids. 
You can also see your registration status and decide if you want to register with this agency. 

3. Registering with an Agency: In order to download any bid documents or respond to an Agency(s) bid 
electronically you must be registered with that agency. Each Agency can have their own unique registration 
process on our system. You will need to register with each agency separately if you want to be on that agency's 
vendor list and be notified of upcoming bid opportunities from that agency. By registering with an agency you are 
becoming part of their vendor list and will be notified of any future bid opportunities by email based off of the 
classification codes you selected for that agency at the time of registration. Please follow the steps outlined in 
the "Finding Agencies And Their Bids" section to find the agency you want to register with. Once this is done you 
can click on the register button and the system will walk you through a step by step registration process for that 
agency. 

4. Responding to Agency(s) Bids: There are several ways to respond to bids with Public Purchase, please be 
sure to follow all instructions in the bid to see what has been requested of you by the agency. 

 

https://www.publicpurchase.com/gems/login/login
http://www.publicpurchase.com/
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5. Selecting Your Classification Codes: Most Agencies that use our system to post their bids use a commodity 
code as a way to notify their vendors of upcoming bid opportunities. This is an important part of your registration, 
as you will be notified off of the classification codes you select for your business. Our system allows for many 
different commodity codes. Each Agency will choose which commodity code they will use. You will have two 
options in selecting your classification codes for notification of bid opportunities. These options are listed below. 

• I. Once logged in you can select the Tools tab at the top right hand side of the screen. Under the tools 
tab you select the classification sub-tab. Click the Classification Codes you use (ie. NIGP, SITC, 
UNSPSC) from the Headings listed on the left-hand side of the page. This will bring up all of the codes 
for that particular classification. We suggest that you pick your codes for each type of classification to 
save time in registering with all agencies down the road. If you are unsure, you can use the search 
tool to find classifications that would fit your company's needs. Select all of the codes that represent 
your products and services by clicking on the Add button at the end of each code listing. 

• II. If you are registering with an agency and have not selected the classification codes already you will 
be asked to do so during the agency registration process. Public Purchase will remember the 
classification codes you selected and bring them up for your review upon registration with each 
agency. You can adjust the commodity codes at anytime during the registration process or by 
following the steps outlined in the first step above. 

Please feel free to contact us with any questions you may have. If more detailed training of the system is required 
you can request this by emailing support at support@publicpurchase.com. Please be sure and mention what 
training is needed in your request.  

Best Regards,  

Public Purchase Support Team 

 

  

mailto:support@publicpurchase.com


VENDOR Registration Page 17 

Vendor Registration - Part 2 (Agencies) 
Congratulations on setting up your Public Purchase Vendor Account! You should now be able to 
access your account, and search for agencies that are currently using our site for their bid process. 
Now you'll need to fulfill the second part of Vendor Registration - Registering with an agency.  
 
Public Purchase requires cookies to be enabled before you login. A cookie is a small file that 
is written to your computer when you login or view certain web pages. Public Purchase uses 
cookies when you login to ensure security and customize your experience during your browsing 
session. When you close your browser all Public Purchase cookies will be deleted. If you need 
help with enabling cookies, go to www.publicpurchase.com, then click Help.  Hover over the 
question, “How do I enable cookies?” then click. 
 

 
 
To register with an agency you will need to be logged into your account. Click on Login on the 
home page. 

 
 
You will be directed to our Login page where you will need to enter your Username and Password 
that you created upon Account Registration. 

 

http://www.publicpurchase.com/
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This will take you to your home page. This is customized for each vendor in that only the bids you 
are Invited To and Responding To will show up. 

 
In order to register for an agency you will need to select that agency from the drop down menus 
on the right-hand side of the page. Click on Select Region to choose the State and Select Agency 
to choose the agency you are registering with from the list. 
 

 
This will take you to the Agency's home page. If you are not registered with the agency you will 
see [Register with this agency] to the upper-left of the page near their logo. Click on this link. 
 

 
 

 
 

You will be directed to the County of Kaua‘i Registration page. Depending on the agency, the 
vendor registration can be a 4-Step process or a 5-Step process. 
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Step 1: Introduction - Please read through the information on the page. This will give you the 
agency's basic instructions for registration. When finished, click "Continue". This will take you to 
the next step for registration. 
 

 
 

Step 2: Classification - Here you will be able to select the classification codes that match the bids 
you want to be notified about. Usually you will enter the classification codes under which your 
company falls. The agency will enter the type of codes they use. It could be NIGP, NAICS, SIC, 
SITC, UNSPSC, or another code used only by their agency. 
 
The classifications you have already chosen during Public Purchase registration will show up here 
as well. If you wish to remove one or more classifications, simply click on the Trash Can at the 
right side of the page. 
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You can select additional classifications by using the Browse Tab, or using a keyword search under 
the Search Tab. 
 

 
 

Once you have completed your Classification Codes, click "Continue" and move to the next step. 
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Step 3: W9 - This step will include any forms that the agency requires you fill out in order to work 
with them. This will usually include a W9 form, and any other tax information that they require. 
Simply enter your business' information in the required fields, or download the form(s) and send 
them back to the agency depending on the format they have listed on the site. 
 
 

 
 
 
Click "Continue" and you will be directed to the final step. 
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Step 4: Confirm - Here you will be asked to review all of the information you entered during the 
Agency Vendor Registration process. If everything is correct, click "Done" and you are ready to 
view and respond to bids from the agency! 
 

 
 

When you click Home or log in, select the following: 

  
 

You should see this screen: 
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How do I manage agency registrations?  
You can register with any agency on Public Purchase by clicking on the "Tools" tab and then on 
the "Agencies" sub-tab in the top-right corner of the page. You can then search for any Public 
Purchase agency by entering search terms into the fields at the top of the page and clicking the 
"Search" button. A list of agencies that match the search terms will appear at the bottom of the 
page (leaving all search fields blank will list all agencies registered on the website). 
 

 
 

 
 

 
 
On the right side of the list of agencies in the "Registered" column, there will be a check mark next 
to each agency that you are currently registered. If there is a page icon behind the check mark, the 
agency has added additional registration requirements or documents. You will need to update your 
registration with the agency to ensure that you receive any future bid notifications and will be able 
to successfully respond to the agency's future bids. To the right of the registration column, you can 
view basic information on each agency and can click on the [Register] link to register with the 
agency. Some agencies may have unique registration requirements; others may not require any 
further information than what was required under your Public Purchase registration.  
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How do I manage my classifications codes? 
You can associate classification codes from several different classification systems on your Public 
Purchase profile. Additional classification codes can be added to your profile and you can manage 
your classifications at any time by clicking on the "Tools" tab and then the "Classification" sub-
tab in the top-right corner of any page.  
 

 
 

 

• Available Classification Codes 
• Classification Codes and Bid Notification  
• Selecting Classification Codes  
• Removing Classification Codes 

 
Available Classification Codes  
Several classification systems are listed on the left side of the Classifications page. Public Purchase 
maintains the standard or most common classification codes including SIC (Standard Industrial 
Classification), SITC (Standard International Trade Classification), NAICS (North American 
Industry Classification System), UNSPSC (United Nations Standard Products and Services Code), 
and  ) as well as classification by keyword. This extensive list of standard classification systems is 
not comprehensive and some registered agencies might use a modified or customized classification 
system. If an agency uses a classification system not listed on the classification page, you will 
choose classification codes when you register with the agency.  
 

 
 
Classification Codes and Bid Notification  
Selecting proper classification codes allows vendors to be notified of bids that fit within the scope 
of products and/or services they provide. You need to both register with an agency and select the 
proper classification codes in order to receive bid notifications.  
 
Selecting Classification Codes  
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To select a classification code, click on any of the classification systems on the left side of the 
page.  

• Browse 
From the "Browse" tab, click on one of the classification categories, which will open sub-
categories until individual classification codes appear. Individual codes will have an 
[Add] link to the right of the code. Clicking on [Add] next to any code will select that 
code and add it with your vendor profile. 
 

 
 

 

• Search 
You can also search for specific classification codes by selecting the "Search" tab, 
entering search terms in the keyword field, clicking "Search," and then clicking on the 
[Add] link next to the codes you would like to add to your profile. 
 

 
 
Removing Classification Codes  
When you click on [Add], the code will be added to a list at the top of the page and the [Add] link 
will change to a Trash Can icon. You can unselect classification codes by clicking on the Trash 
Can icon next to the code you would like to remove. The code will be removed from your list of 
codes and the Trash Can icon will change back to the [Add] link.  
 

 
 

How do I search for specific bids?  
You can search for bids from specific agencies by selecting the Home tab, "Select Region" in the 
upper-right corner of the page, selecting a state from the pull-down menu, clicking "Select 
Agency" and selecting an agency from the pull-down menu. You will be able to view the agency's 
current and closed bids. Some agencies may require vendors to submit additional registration 
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information or acceptance of terms and conditions before gaining access to the agency's bids. If 
additional registration information or requirements are required, you will see a page that requests 
agency registration.  

 

 
 

  transitions to this:   

 

How do I check my bids?  
When you are logged in, the "Home" tab will display two sections of bids, "Bids Invited To" and 
"Bids Responding To." The first section will list all your current invited bids (you should have 
received an email invitation for each bid on this list). The second section lists bids that you have 
placed an online response. From these bid sections, you can view the number or title of the bid, 
the start and end date as well as the date when the last addendum was added to the bid. You can 
quickly view if you have been invited to any new bids or if addendums have been recently added. 
Click on the title of any bid in the home tab to view bid information, download attached documents 
or place an online response.  

 

 

 
SAMPLE: 

 

 


